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Chief, konagement Staff 5 Apal 1957

Chief, Records Management Staff

Weekly Report - Week Fnding 3 April 1957

1. Contributions

8. Taggiblc

(1) Completed Instellstion of Subject-Numeric Piling Systew
in Collection Staff, 08X

(2) Revised the Records Control Schedule for OCI to permit
the destruction of 24 cubie feet of records. (12 in the
Center and 12 4{a the office)

(3) BSixteen nev and revised forms completed; one form wade
cbaclete. ‘

(%) Records Center received 183 cubic feet of records sni
destroyed or tracsferred 62 cubic feet.
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(1) Hone

Assignwents (Active)
a. Installation of filing systew in Graphics Registry '

-

b. Instellation of filing eystes in Electronics Division, O8I
€. Use of Shelf Filing - Biographic and Industrial Registers
4. Records Disposition Survey, OCR . ‘

e. Records Maragement Survey - Stock Mansgement and Requirements
8ection, Logistics Office.

News

3. Three sembers of this staff sttended the O wonthly Luncheon

b. completed the training program given by IBN, on electricel
actoun’ machine applications.

¢. The Security Office has agreed to install shelf filing on an
experimental basis. Lo
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